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I. POLICY 
 

The Lincoln Police Department will compensate 
employees for overtime hours worked, and will 
provide leaves in accordance with labor agreements 
and Lincoln Municipal Code.  All overtime and leaves 
must be approved in advance by a supervisor.   
 
II. PROCEDURE 
 
A. Overtime  
 

1. Overtime Approval 
a. Employees must obtain approval from 

their immediate supervisor prior to 
working overtime hours.  
(1) If the employee's supervisor is not 

available, any other supervisor can 
authorize the overtime.   

(2) Immediate approval is not necessary 
if the overtime involves an arrest, 
call for service, or emergency 
occurring at the end of the shift and 
it is impractical to contact a 
supervisor.  The employee should 
contact the on-duty supervisor as 
soon as possible for continued 
overtime approval or the assignment 
of alternate personnel. 

b. Officers are expected to complete 
reports during their duty shift whenever 
practical.  Overtime should not be 
approved when it is evident that the 
officer had sufficient opportunity to 
complete the reports during his or her 
normal duty shift. 

c. Overtime in connection with committee 
or task force meetings, and for activities 
outside the employee’s normal job 
assignment, such as Youth Football, 
requires supervisory approval through 
completion of a Request to Participate 
form. 

2. Overtime Entries 
a. An overtime entry must be completed in 

the Oracle payroll system for all overtime 

worked including court appearances, 
hearings, and meetings.   

b. Completed entries will be electronically 
directed to the employee’s direct 
supervisor, or a command level officer 
for approval. If a supervisor other than 
the employee’s direct supervisor 
authorized the overtime, that approval 
should be noted on the entry. 
Supervisors shall submit their entries to 
command officers for approval. 

3. Compensation for Overtime (22.1.1) 
a. Pay for overtime hours will be calculated 

according to rates as set by labor 
agreements or Lincoln Municipal Code. 

b. Overtime is paid in 15 minute 
increments, rounded to the nearest 
quarter hour. 

c. Compensatory time off in lieu of overtime 
pay may be permitted if authorized by 
the labor agreement.  No employee may 
accrue in excess of 160 hours of 
compensatory time in any fiscal year. 

  
B. Regular Leaves 
 

1. Employees may request leaves through their 
immediate supervisor. 
a. If it is impractical to contact the 

immediate supervisor, for example, in 
the event of a sudden illness or family 
emergency, another supervisor in the 
employee's chain of command or unit 
shall be contacted to request leave.  If 
this is impractical, the duty commander 
shall be contacted. 

b. Calling and advising a non-supervisory 
employee of a leave or sickness is not 
sufficient, and does not relieve the 
employee of the duty to request leave 
from a supervisor. 

2. Compensation for leaves and computation of 
work hours in the event of leave will be in 
accordance with labor agreements and 
Lincoln Municipal Code.(22.1.2) 
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C. Military Leave 
 

1. The Lincoln Police Department values the 
contribution of employees to the armed 
services, and seeks to fulfill the mutual 
needs of the department and employees' 
military units. 

2. Employees may be allowed up to 120 hours 
of military leave for active duty or active duty 
training with orders per calendar year.  
Weekend training constitutes active duty 
training, and is eligible for military leave.   

3. All leaves must be scheduled through the 
employee's supervisor.  Employees are 
required to coordinate their active duty and 
inactive duty leave requests with their 
supervisors.  Employees shall provide a 
copy of their military unit's published training 
schedules at the beginning of the military 
training year, and shall notify supervisors of 
any changes 30 days in advance of the 
dates. 

4. Requests for leave for inactive duty (any 
duty without orders) shall be considered on a 
case-by-case basis.   

5. The officer's commanding officer or unit 
manager shall act as a liaison between the 
department and the military unit to resolve 
any problems that arise. 

6. Employees may use vacation, holiday leave, 
or compensatory time for military duty of any 
type.  At the employee's option, he or she 
may elect to take unpaid military leave. 

7. Whenever an employee is required to attend 
to military duty of any type, the department 
will permit leave sufficient for travel to the 
place of the duty, and a rest period of at 
least eight hours prior to the commencement 
of the duty. 

8. Upon the conclusion of military duty of any 
type, the employee will be allowed leave 
necessary for return from the place of duty, 
and shall not be required to return to work 
until the first regularly scheduled duty shift 
on the next calendar day following the 
conclusion of the military duty.   

 
D. Military Activations Exceeding 180 Days 

 
1. For a military activation exceeding 180 days, 

the employee will provide orders to the 
administrative officer who will be the point of 
contact for the employee, for the Department 
and for coordinating with City Human 
Resources.   The administrative officer will: 
a. Schedule the employee for an exit 

interview with the chief of police. At that 
time, the employee will turn over 

department equipment to the Property 
Unit for safekeeping. (22.1.9) 

b. Obtain an email address or method of 
contact while the employee is deployed. 

2. Once an employee returns from active duty, 
a. The administrative officer will schedule 

the employee for an in-processing 
interview with the chief of police.  

b. The chief’s secretary will create orders 
transferring the employee to the 
Education and Personnel Unit, under the 
direction of the commanding officer. 

c. The commanding officer of Education 
and Personnel will coordinate refresher 
training, weapon requalification and 
steps for reintegration.    

 
E. Leave of Absence 
 

1. Employees may request an unpaid leave of 
absence, in accordance with labor 
agreements and Lincoln Municipal Code.   

2. Requests must be made in writing, to the 
employee's commanding officer or unit 
manager. 
a. The chief of police may approve leaves 

for up to 30 days. 
b. Leaves of absence in excess of 30 days 

require the approval of the personnel 
director. 

3. A leave of absence will be granted only 
when it will not unduly hamper the 
operations of the department.  Requests will 
be considered for approval based upon such 
factors as: 
a. The employee's past performance; 
b. The impact of the proposed leave upon 

the department; 
c. The purpose of the leave.  A leave of 

absence will ordinarily only be approved 
when the leave will benefit the 
department, either directly or indirectly. 

 

 

  

 


